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QRTP Certification 
 

Note:  You must have an assignment to the provider record to create a QRTP Certification for the provider. 
 

Creating a QRTP Certification 
 

1. From your desktop, select View provider information  for the specific private 
provider. Select Licenses and click the Facility License hyperlink. If a facility license does not exist, see the 
associated Creating a Facility License User Guide. 

 

 
 
2. On the Facility License page, click the QRTP Certification tab. To add a QRTP Certification, click the Insert 

button. This will open the QRTP Certification Information page. 
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3. On the QRTP Certification Information page, enter the appropriate Certification Begin Date. Select the 
checkbox for each program associated with the begin date entered. To select all programs for the provider, 
select the checkbox to the left of the word Select. Click the Save button. 
 

4. Select Approval from the Options drop-down and click the Go button. 
 

 
 
5. On the Approval History page, select the Approve radio button and click the Continue button. 
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6. Back on the QRTP Certification Information page, click the Save button and then the Close button. 
 

Note:  If the programs selected for approval are associated with placements, a confirmation message 
displays indicating that the Out of Home Placements will be updated. Select Yes if you would like to 
continue with the approval and select No if you would like to close the message and not make any 
changes at this time. 

 

 

 
7. The Active QRTP Certifications section displays a list of programs with QRTP Certifications. Click the Begin 

Date hyperlink to open the corresponding QRTP Certification Information page. 
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Note:  Once approved by the supervisor, a nightly process will end the open Out of Home Placements and 
create new QRTP Out of Home Placements. Before the nightly process occurs, the QRTP 
Certification can be marked as Made in Error. 
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Ending a QRTP Certification 
 

1. On the Facility License page, click the QRTP Certification tab. Select the Begin Date hyperlink for the active 
QRTP Certification. This will open the QRTP Certification Information page. 

 

 
 
2. On the QRTP Certification Information page, select QRTP Certification Ending from the Options drop-down 

and click Go. This will open the QRTP Certification Ending page. 
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3. On the QRTP Certification Ending page, enter the appropriate Certification End Date and then click Save. 
Then select Approval from the Options drop-down and click Go. 
 

 
 

4. On the Approval History page, select the Approve radio button and click the Continue button. 
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5. Back on the QRTP Certification Ending page, click the Save button and then the Close button. 
 

Note:  If the programs selected for approval are associated with placements, a confirmation message 
displays indicating that the Out of Home Placements will be updated. Select Yes if you would like to 
continue with the approval and select No if you would like to close the message and not make any 
changes at this time. 

 

 
 

Note:  Once the QRTP Certification Ending is approved, a Delete button displays until the nightly process 
occurs. Upon clicking the Delete button, a message displays indicating that the end date and all 
approvals for the ending will be removed. 

 

• Selecting Yes clears the fields on the page, deletes approval records associated with the ending, 
and closes the page. 

 

• Selecting No closes the message with no changes. 
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6. On your desktop, the Providers tab displays “QRTP” for providers with active QRTP Certifications. 
 

 
 


